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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

e

INSTRUCTIONS See Pubhmtlon No. 76—RM—1 for instructions on completing this form. Forward signed, onglnal to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue At!anta Georg:a 30334

Attention: Scheduling Section. _ i ! 2
| FORAGENCY USE 1. Agency Address o FOR RECORDS MANAGEMENT USE__
Appiication Date GGOY‘Q'I a Ports AU thori t_y ; Application Number ]

9-29-78 | ‘Administration Division 7@.. 2 ':)q

Application Number savannah Georgﬂi 31402 | PCT - 3 1978

Post Office Box 2406 Date Raceived Date Complated
oot 23 1978

_ 29

2.

Person to Contact Workmg Title Telephona Number

Ron E. Fritz Safety & Tra1n1ng Manager 964-1721, 302 ..

Action Requested .

a. ® Estapnsh Retention Schedule; r{cord will continue to accumulate.

b. " O Dispose of present accumulation: no further accumulation anticipated.
¢. . 3 Amend Application No. _ ... Check One: [] Change; O Supercede; [ Void ]

4,

6.

Earliest Latest '

Dates of Series 5. Reoords Series Title (followed by title used in office,; if different)

1971 | To Date Emptoyee Injury File o

Dms|on and ‘Office Functlon ~ . Whatis the function of the Division and the Offlce in which th:s record series is created? .

The Safety and Tra1n1ng Manager 1s respons1b1e for the deve]opment of tra1n1ng programs in
all areas. (i.e., Basic supervision, orientation of new employees, safety training,
interviewing, on-the-job training techniques, forklift operation, clerk/checker training,
maintenance training, communications, etc.). Also, instructs many of these training
programs. The Safety and Training Manager is responsible for maintaining the Employee
Health Center, supervises the Port Nurse, conducts safety inspections, investigates
accidents, makes safety recommendations and handles all employee work-related injury

reports.

(8. M&"ﬁiﬁi{ Reference Rate Hoyv often ara records referred to which are:

| 9 Annual Rate of Aocumulatlon “of Reﬁords

AR— 50—71 Flev 76 {Over)

R;:crd Series Description This flle contains the following documents (mclude form numbers and titles, if any):
- Attach samples of the file.

Documents relating to: Accidents involving emp1oyees of Georgla Ports Authority which
CE are not filed with State Board of Workmen's Compensation,

Included are: -+ Emp]oyee Injury Report,: Phys1ca1 Ability Statement, Accident
- - Report from Port Police Department ‘involving peop]e Ra11road
Monthly Accident Report involving people.

File is arranged: Chronolbgical ly

4 . Seven to twelve months old __.,.gﬂ____; Thirteen to twenty-four months old _l_.__,.__.“.;

One to six months old — C
n. P s NI

twenty-fivemonthsandolder___ .~ ¢

Letter-sizedrawers — .~ : Legal-size drawers _,...li_..__m_, Shelves . :Other {specify) —

.
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[

Attach copy or excerpt of laws or regulations. Explain admmlstratwe need. - - = 7 - -7

State Board of Workmen's Compensat1on states employee has one year to file a c1a1m,
administrative need is one year in case some quest1on ar1ses in wh1ch reference would

be needed.

r‘ESA NO 10 Ouestlonnalra {Place an X" in the proper oolumn) e _ ~ uj
X . Is this the official copy of the series? '
. Lf not, where is it? - ~ —
b goe,s the serﬁs contain ?onfldentlal information reqmrmg secunty handlmg? 1 yes, cite law or regulation.:
. S rivacy il : ~
X_1 . Is this a vital record? _ i )
| x| d. Does this series have historical or long term research value? : ;
] e When one or two documents in the file make it necessary to keep the entire flie for a long period, could these
1 X | documents be scheduled separately? .
|1 X1 f Isthe mio_m_axm_@_ﬁmemm;ﬂg;ﬂmchmuﬁgn@hm@nv . -
. Is the information cons?med in th| senes ever analyzed and/or recorded in a summanzed report?
X N . cJ“f_x_scamch cooy, See Be e I
h. Is there a duptication of this series in your office, or in another office or agency
| X || Ifves wherez Railroad Accident Reports, Port Police Accxdent Reports in each office. |
L1 X 1 _i. lsthis series (or 8 major portion of it} regulatly micrafilmed? — ]
1 X 1_ L. _Does the record series result in a computer printout? y
11. Retention Requirements ~ The following requires the series to be kept:
a. State Law _u._t_ 1 years. d. Audit period ' years,
b. Statute of limitation ____years, e. Administrative need : 1 years,
c. Federal law . . Years, . Federal retention instructions _ .years.

| 12, Aporoved Disposition Instructions  This agency recommends that the fnle series be cut off at the end of each

® Calendar Year. O Fisml vear: O Other I __then,
3@ Hold in the current files afea - month(s) _2“ o fear(s) then
O Transfer to local holding area, hold ._.__“_,___._year(s) then )
O Transfer to State Records Center; hold —Year(s); then
@ Destroy.
0 Transfer to State Archives for permanent retention.
O Other (Specify) ‘

[

This schedule applies to all accidents nct fa]]ing under Admira1ty Law. Accidents falling
into Admiralty Law wi]] be ma1nta1ned in a separate file and scheduled when necessary.

* This report has not yet been comp]eted Upon compTet1on we wi]] forward a copy for
your files. o o _ L

These instructions apply to all prior and future accumutations of the series.

__gencjr Head/Destgnee (qunature) _Date Records Management Officer (Signature) _Date

]
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//,%/ ?/.zﬁ/yfw%qm _%’r Qsﬁzf

S State Records Commities (Signature) ’ Date
Recommendations in para- ‘ - _
graph 12 are approved, State Auditor/Designee ‘ / _ ‘ Jo-2%0-7¢

(If disapproved, attach letter
of explanation.) Secretaérngézte/ Designee @ Vi

D-13-78

| Attorney 'General/Designee /// Z// )

;(,w{ L Jy -1

AR-50-T71. L Rev, 76 {Reversd Sicd) '




